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Introduction




Course Objectives
At the end of this course you will be able to:

» Log on/log off HRMS

Use different HRMS screen elements

Describe the organization of functional areas in HRMS

Understand the different types of HRMS fields

Customize the appearance of HRMS

Describe HRMS system messages

Access and navigate in OLQR

Understand how to access and run HRMS reports




HRMS Training Materials and Tools

A copy has been
provided to you

Designed to introduce
you to the basic HRMS
navigation terms and
concepts and to provide
the necessary
information to complete
the activities throughout
the HRMS Basics &
Reporting course.

1 ! End User Training
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Activity Guide

A copy has been
provided to you

Designed to provide you
with activities that will
help solidify your
understanding of
concepts learned in the
course and also provide
you with an opportunity
to use HRMS.

End User Training/

Activity Guide

0 you can quickly
access relevant HRMS
information.

A binder of all job aids is
available during class
time. You can print a

copy

On-line Quick
Reference (OLQR)

On-line help procedures

that provide step-by-step
instructions designed to

help you complete tasks
in HRMS.

This is an online
resource available 24/7.
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Job Aids

The following job aids are available to you and
are applicable to HRMS Basics:
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http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx

Create your own Job Aid binder!

Follow these instructions to print your own copy of
the job aids for this course:

* From your internet browser go to www.dop.wa.govV

» Select the Payroll tab

= | ocate Human Resource Management System

» Select On-Line Quick Reference
= Select Job Aids

* View the list of job aids and print one or all!

* Note: You have a choice of .ppt or .pdf formats

Hn http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx
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End User Roles

HRMS end user roles determine what activities can be
performed when using the system,; what part of the system a
user has access to; and what training end users need to
perform their new roles successfully.

The below was taken from the HRMS Centralized Role
Definition Handbook

» During the HRMS Role Definition Workshops, a “role”
was defined as a major grouping of activities that reflect
a specific aspect of a person’s job.

= While a role may have several activities aligned to it, an
activity can only be aligned with one role.

= Aperson may be assigned one or more roles, and roles
can be assigned to one or more persons.




Launching HRMS
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Logon Information

To logon to HRMS, you must log on to the system. To log on to
HRMS, you need a user ID and password.

In order to secure HRMS from unauthorized access, user IDs

and passwords are only provided to authorized users of the
system.

User IDs and passwords are managed at the agency level.

= Questions and concerns regarding passwords can be
directed to agency userlD administrators.




Logon Procedures

= | ocate and double-click on
the @ (SAP Logon icon)

=Eafe |Lmle el ) [p=]e]

= Highlight the server

description applicable to your

agency and click Log On

(Log On)
OR

= Double-click on the server

description to launch

State of Washington

2AP Logon 710

Shortcuts Systems

Description

[§} 00 - ===Current HRMS Systems========
i J01 - HRMS Production

- HRIMS Praduction 550

- HRMS Development

- HRMS Acceptance

05 - HRM3 Quality Assurance

- ===New HRMS Systems==========
- HR. Produckion: ME'W

- HR. Produckion: 350 NEW

- HR. Development; MEW

- HR Arrentance: MEW

’
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Sap

RPO
RDO
RAD
RQD
Sap
RPO
RPO
HRD
HRA
RQD
Sap
BPD
BPO
]
Sap
BIP
BIF
BID
BIA
BIO
Sap
EPO
ED0
EAQ
Ex2
Sap
RTO
ETO
Sap
PO

Group/Server

BREAK_LIME
ssyaphrpr3el . wa.gov
ssyvaphrpriel wa.gov
HRMSRLO

HRMSRAD
seydbhror3e.wa. gow
BREAK_LIME
HRMSRPO

HRMSRPO
ssywdbhrdecc.wa.gov
ssvdbhraecc.wa.gov
HRMSRQO
BREAK_LINE
HRMSEPO

HRMSEPO

HRMSEDO
BREAK_LINE

HRMSEIP

HRMSEIF
sswdbhrdbil,wa.gov
ssydbhrahbi.wa, gov
HRMSEID
BREAK_LIME
HRMSEPQ
ssvaphrderci.wa.gov
ssvaphraerci.wa.gov
ssvaphrderci.ssy.wa.lg
BREAK_LINE
HRMSRTO
ssyaphrterci.wa,goy
BREAK_LIME
ssyaphrpsmci, ssv.wma.l

i

Log On

Wariable Logon...

)

Hew ltem...

LChange ltem...

Delete ltem...
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Logon Procedures (con’t) |“. .... .
| @ =] EN
There are four fields on the SAP SAP
Logon screen. Three are required.

= Enter the Client (number)

Mew passwoard

Client oo
= Enter your User (id) |
LIser
= Enter your Password Password

» The Language field defaults |@Menu Edit  Language
to English @ e — ___L 5

SAP Easy Access

= Click & (Enter) or press

Enter on your keyboard. L8]] ][]
[ (J Favorites _— —
: ] . = ] SAP menu P"":‘;al"""
Note: If you are a single sign b (7 Office
on agency you bypass logging N ; gfgzissst-i;ppncatmn Components =
In and go directly to the SAP b [J Accounting : .
I (J Human Resources *-
€asy access screen. b (J Information Systemns iz,
[ (3 Tools

State of Washington
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Accessing HRMS through Web Access

* To access the HRMS Portal, open Internet Explorer from
your desktop and type in the web address in the address
field https://wahrms.wa.gov

File Edit View Favorites Tools Help

W 4 | MR My Address - Washington State's Human Resource M...

Inkernet e o Bl
o Internst Explorer Employee Self Service My Career
Welcome My Personal Information My Earnings Statement
' My Address
[<]»] _

Detailed Navigation ™

* My Address

Agency’s access
the portal
differently. Your
agency access

may look different . =
than this example.
[JAccess ibiiity
Log On
s s e g

State of Washington

= Emergency Contact
= Email Update

I Portal Favorites =[]

. @ There are no tems to display

SAP NetWeaver”

& sso logon not possibie; browser logon ticket cannot be accepted

Choose "Logon” to continue A dialog box appears in which you can enter your user an



https://wahrms.wa.gov/
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Changing Passwords

As part of the security process, when you first log on to in
HRMS, the system prompts you to change your password.

A generic password is given to you the first time you access
HRMS. When you log on for the first time, you need to
change that password.

Passwords protect the system against
unauthorized access, therefore, it is
Important to keep your password
confidential.

‘Passwords must be changed every
90 days or they will expire.

State of Washington
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Changing Passwords (con’t)

= To change your
password, complete
all of the fields on the
SAP Log on screen
then

1. Click the | Mew password |
New password button

or

2. Press the F5 key on
your keyboard to
access the New
password box

State of Washington

| [

Mew Password
Fepeat Password

Entry is Case-Sensitive

Fkkkkk kbbb bbbrdbbrddrdrdddddrddddddddd

FEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEL LN

=
| User =ystem  Help

| &

IS ECRE ST0O8| L

fid

SAP

| Mew passward |

Client

Lser
FPassword

Language

Information
Z77 HRMS Training Environment

L

15



Changing Passwords (con’t)

2. Inthe New password field,
enter a New password of
your choice Important Guidelines: Your
password must be 8 characters. It
S. I_n the Repeat password must contain at least one capital
field, re-enter your New letter (A-Z), one numerical character
password (0-9), and one symbol (e.g. $%"&).

4. Click ¥ (Enter)

16

IEcsar

FhEEEEEE YR E YRRk E AR vk kbR K

Mew Passwiord

EE i o i i B i O

Fepeat Password

Entry is Case-Sensitive

v |3

16
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Log Off Procedures

There are three different ways to log off HRMS.

17

Procedure View Description

Click the X E On the top right corner of the window, click the X

button - button.

Use the Log off From the Menu bar, select System. Scroll down

Menu bar and select Log off. The Menu bar will be
demonstrated later.

Use the From the SAP Easy Access screen, click the Exit

Exit button @ button on the Standard Toolbar. The Standard
Toolbar will be discussed later.

State of Washington



Automatic Log Off

= |f the system is left
Idle with no user
input, the system
will time out and a @ RPO: auta logouk (maximum user idle time exceeded)

POpP-uUp message
will appear.

= The standard idle
time for Is set at 30 . fes P
minutes.

Reconneck to system if required

Do wiou wank ko see the detailed error descripkion?

=  Your idle time
may be
different

* To begin work in
the system again,
log In.

State of Washington




HRMS Activity

Log on and Log off HRMS
Activity Packet - Page 4

19



Review

1. Identify the required fields on the SAP Logon screen.

Client field
User field
Password field
Language field

oo o

2. How do you access the New Password pop-up box?

3. What determines your access to HRMS?

State of Washington
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HRMS Screen Elements

21
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HRMS Screen Elements

Command
Field

Menu Edit Favortes Extras  Systerm Help

D AE A 2 H
SAP Easy Access <

(] ]| ] l] ]|

P (3 Favorites
= £ SAP menu
I (3 Office

I (3 Cross-Applicatic A ND AlLIO
SAP I\/Ienu Tl’ee >I> (3 Logistics
I (3 Accounting 00INa3

I (J Human Resour:
(3 Infarmation Syst
I [(J Tools

Status bar

-

b | RPO (1) 700) BE| SSVDBHRPECC [OVR | | 7

=




Menu Bar

The Menu bar is located at the top of the screen. When
clicked, a drop-down menu appears prompting the user
to select an option. =

Menu Edit  Favortes Extras  Systern Help

23

Selection Description

Menu Used to access the user menu and HRMS menu.

Edit Used to execute a transaction in a current or new window or
create a shortcut on your desktop.

Favorites | Used to maintain a list of your commonly used transactions.

Extras Used to display documentation and set various system
settings.

System Used to customize the system or create a hew session.

Help Used to select HRMS Help which provides access to the On-
Line Quick Reference (OLQR).

State of Washington
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Standard Toolbar Buttons

Button View Description

Enter & The Enter button validates that required fields have

button been entered before continuing to the next infotype.

Save The Save button stores changes in the system.

button =

Back e The Back button navigates to the last page you were

button on prior to the transaction you are currently in.

Exit Gy The Exit button navigates out of the transaction you

button are currently working in and back to the SAP Easy
Access screen. All unsaved data is lost when using the
Exit button. You will get a warning to save your data.

Cancel The Cancel button navigates out of the transaction you

button & are currently working in and back to the SAP Easy

Access screen. Like the Exit button all unsaved data is
lost when using the Cancel button, however, you do
not get a warning to save.

State of Washington




Standard Toolbar Buttons
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Button

View

Description

Print button

-

The Print button allows you to print the data displayed on
your screen.

Find/Find
Next buttons

() (i

The Find buttons allow you to find specific words within the
screen you are currently on.

Page The Page Up/Down buttons allow you to navigate page by

Up/Down % 15 page within your session. The two arrows pointing up button

buttons navigates to the first page of your document. A single arrow
up button navigates up one page in your document. The two

v!ﬁ ﬁ arrows pointing down button navigates to the last page of

your document, while the single arrow pointing down button
navigates to the next page of your document.

New Session The New Session button creates a new session.

button

Shortcut The Shortcut button creates a shortcut to your desktop. You

button E can create a shortcut to a specific transaction or infotype.

Local Layout
button

The Local Layout button allows you to customize the way
your HRMS desktop version looks.

State of Washington



Title Bar 26

= The Title Bar = RElE

tenu Edit Faworites Extras Systemn  Help

shows the title of g - 10 6RO DHE aN0n D @
the current SAP Easy Access €

screenyou are | BEl &l@E]s [~ Title bar

- . (3 Favorites — -
WOI’kII’?g n. It iﬁl;AP e
alSO d'SpIayS B [J Office _

(1 Cross-Applicatic
(1 Logistics
(1 Accounting
(J Human Resoure &
(3 Infarmation Syst
(3 Tools

infotype and
report names.

e e v e

= This example
lllustrates that
you are working
In the SAP Easy
Access screen.

> | RPO (1) 700) B2| SSVDBHRPECC |[OVR | | /7

£

State of Washington



Application Toolbar

Button View Description

User The User Menu button is specific to you when logged on HRMS.

Menu E} From the User Menu, you can create a Favorites list consisting of the

button transactions, reports, and web addresses you use frequently.

Standard The Standard Menu button shows a complete overview of HRMS. You

Menu 3 can see transactions for all modules/roles; however, you only have

button access to those transactions in your user menu.

Add to The Add to Favorites button allows you to add frequently used

Favorites 'ﬁl:_l transactions and website links to your Favorites folder.

Execute @ The Execute button triggers the processing of transactions, e.g. New
Hire action, processing transactions, or running reports.

Display S The Display button will allow you view a specific record in an infotype
when selected.

Overview The Overview button shows a list of records created for an infotype

ko

State of Washington




SAP Menu Tree
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=
tenu  Edit Faworites Ewxtras  System Help

Q@Eg!?

Favorites Menu

Tree

SAP Menu Tree

|@ 2 0H Cee CHB ODoD BE @B
SAP Easy Access

()] i

— e—

e

> [J Favorites
< 31 SAP menu
I (7 Office
/’D (1 Cross-Applicatic §
I+ (7 Logistics ,
S (7 Accounting g
P (J Human Resourc £
N (3 Infarmation Syst
[ (JTools

= Favorites and the SAP menu.

The Favorites menu allows you to access items that you use
frequently (transactions, reports, files, and website addresses).

The SAP menu is used to access functional areas of HRMS.

State of Washington

| i | RPO (1) 700) BE| SSVDBHRPECC |[OVR | | 7




Main Body

* The Main body
IS the largest
part of the
screen.

* The Main body
changes from a
water view to
the screen view
once a
transaction is
entered in the
command field.

State of Washington

=
| Menu  Edit Eavorites  Extras  Swstem  Help

lg = 293 cea CHR D000 BN QB
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s

SAP Easy Access

@& B E ]

(3 Favorites
~ &1 5AP menu
b 3 Office
b [J Cross-Application Components
B Logistics
b 3 Accounting
B 3 Human Resources
b (J Infarmation Systems
b (3 Tools

Main Body
|:w

HE master data Edit Goto Extras Utilities  Settings  System  Help

L@

dH @@ SHE Otoan HE @0

Display HR Master Data

|||%Iﬁ| Personnel no.

€]

[l search Term
H Free search

Basic Persaonal Data

Payroll - Benefits . Time Recording . Addtl. Personal Data

iy CCTE

[=i[sa] |
Find by |
< @3 Person
{Hl Callective search help

""" Infotype text

[EJ[ 1 [Period
[+]| | @ Period
From | [To |
O Today O Curr.weaek
QaAll O Current manth
O From curr.date O Last week

K] 3] S W 1|

OTo Current Date
O Current Period

O Last manth
O Current Year

=l

Choose

| sty

Actions
_Organizational Assignment
| |Personal Data
| |addresses
| |Planned working Time
| |Basic Pay
_Cuntract Elements
| |Date Specifications
_FamilyfReIated Person

Direct selection
Infatype
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Status Bar

The Status Bar displays at the bottom of the screen. This is
where system messages are displayed. Examples of system
messages are: Error, Warning, Information.

| Toggle button displays/hides the information
on right side of the Status Bar

!

|@ Entry is too long for the field [ | FAL0 | ssvdbhrtecc | |1 | |f
Displays messages: Displays the current
v Errors system and database
|
v Warnings Displays Insert (INS)
v" Informational or Overtype (OVR)

mode

State of Washington
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-
Let’s Review!
I@'Menu Edit Favorites Ewtras  System A AQ@I

|dentify the
name for the
highlighted item
and fill in your
course guide.

|ei

2] 48 LTI b

SAP Easy Access

)] I o @mlsl 2,

[

o v v

= £ SAP meny

(3 Office
(3 Cross-Applicatic
(7 Logistics

(3 Accounting
(3 Human Resourc
(3 Information Syst
(1 Tools

n.

W Mdenu Edit  Favorites

Extras

@

&l

State of Washington

(700 P SSVDBHRPECC | OVR| |/

L[ RPO (1)




Content Organization
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Key Terms
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Key Terms that you will use and become familiar with in HRMS Basics.

Term

Definition

Transaction

A process that an end user performs to complete a business task,
such as displaying employee information.

Each transaction is assigned a transaction code

Transaction Code

A code that provides end users access to the initial screen of a
transaction, or specific area of HRMS to view business related
information and/or to perform business related tasks (based on
assigned roles).

Infotype

Screens within a transaction in which specific criteria is entered
into individual employee files or records. An example of an
infotype is ITO007, (Planned Working Time) — this displays the
selected employees work schedule.

Matchcode

A dropdown list of possible entries for specific areas of an infotype.

Variant

A customized report with specific criteria. This function allows you
to use the same report on a regular basis without the reentering key
data each time the report is needed.

On-line Quick
Reference (OLQR)

Online help procedures and reference tool designed to help users
complete business tasks.
http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages
/default.aspx



http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx
http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx

HRMS Content Organization

Transaction (folders) Infotype (documents)
Display HR Master Data Q Personal Data (0002)

(PA20)

Functional Areas (drawers)

- Payroll

 Personnel Management

 Time Management

« Org. Management

34
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SAP/HRMS Menu

The menu consists of seven F’Menu Edt Eavores Exias Sgstem Help

folders. Each folder coversa | &_ 200 66 0 =

different aspect of business. SAP Easy Access
EEl=E E ENE S

The Human Resources folder I
has six folders. Each folder is > € SAP menu

. . I (3 Office
associated to a different b (J Cross-Application Components
. I (3 Logistics
functional area. > O Accounting
_ = 21 Human Resources
For employee Securlty, aCCessS @ PPMDT - Manager's B8

(J Personnel Management
(3 Time Management

C3 Payroll

(1 SAP Learning Solution
(I Training and Event Management
(3 Organizational Management

[+
to transactions within folders is b
[+
[+
[+
[+
b (O3 Information Systern
3
3

determined by role assignment.

For example, a Personnel
Administration Inquirer
receives access to
transactions in the Personnel
Management folder.

Information Systems
Tools

Z

I | SESSION_MANAGER [El| ssvdbhrtecc | INS |

State of Washington



HRMS Menu
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[ (3 Personnel Management
[ (3 Time Management

HRMS roles are categorized into four major © (I Payrall
functional areas. This table identifies the b Organizational Management

areas that roles can access.

Folder

Roles

Personnel Management

Personnel Administration Inquirer, Personnel Administration
Processor, Personnel Administration Supervisor, Payroll
Inquirer, Payroll Processor, Payroll Supervisor, Payroll
Analyst, Payroll Supervisor, Garnishment Administrator,
Time and Attendance Processor, Time and Attendance
Supervisor, Time and Attendance Inquirer, Organizational
Management Processor

Time Management

Time and Attendance Processor, Time and Attendance
Supervisor, Time and Attendance Inquirer

Payroll

Payroll Processor, Payroll Analyst, Payroll Supervisor,
Payroll Inquirer, Garnishment Administrator, Time and
Attendance Processor, Time and Attendance Supervisor,
Time and Attendance Inquirer

Organizational Management

Organizational Management Processor

State of Washington




Review

1. Ildentify the four major folders on the HRMS menu.

Personnel Management
Payroll

HR Master Data

Time Management
Organizational Management

©oo0 oy

2. True or False?
HRMS allows for two end-users to update the same

employee record simultaneously.

State of Washington
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Basic Navigation
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Accessing Transactions

=
Menu Edit  Eavorites Extea

= Atransactionisasetof |&
processes used to SAP Easy Access

complete a business task, | BE &L
such as viewing employee ||_ O Fawrtes

. ) = 3 SAP menu
Information. b (3 Office
I (J Cross-Application Components
P [J Logistics

= There are two ways to > 1 Accounting

< &3 Human Resources

access transactions in ) PPMDT - Manager's Deskiop
(3 Personnel Management
HRMS.

(3 Time Management

C3 Payroll

(1 SAP Learning Solution

(3 Training and Event Management

[

[+

[+

[
* HRMS menu (SAP menu) b

I (3 Organizational Management
or é (3 Information Systerm

]

Information Systems
Tools

= Command Field

Z

I | SESSION_MANAGER [El| ssvdbhrtecc | INS |

State of Washington
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SAP/HRMS Menu Tree

The HRMS menu on the SAP
Easy Access screen allows you
to navigate to transactions
within HRMS.

Each transaction in HRMS is
assigned a transaction code.
These codes provide you
access to a transaction’s initial
screen.

4 Transaction codes can be

~N

= B [
enu  Edit Favorites Extras  System  Help

m
& al dE @& [ E
SAP Easy Access

il B

(1 Fawvorites B
= €1 5AP meny SAP/HRMS Menu Tree
[ (] Office
I (3 Cross-Application Components
[ [ Logistics
[ (7 Accounting
=~ &9 Human Resources
@ PPMOT - Manager's Desk:tup

= &3 Administration
= HE' haster [1ata

initiated by double clicking a
folder until the “cubes” display
indicating transactions. This is

called the ‘drill-down’ method.
\_ J

State of Washington

i PAAT -

2 PAAD -
P PA3D -
2 PAZ0 -
2 PA1D -
2 PATO -

Personnel Actions
hdaintain

Display

Personnel File
Fast Entry

Fast entry: Actions

HR Mas_ter

Data
Transactions

I (3 Tools
I (7 Settings

[ ] Benefits

[ [J Recruitrment
I (J Personnel Developrment

b CTINT0 System

I | SESSION_MANAGER FF| ssvdbhrtece | INS |

Lz
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Command Field Navigation

The Command field is located
on the Standard Toolbar.
Use the Command field to
access transactions directly
using transaction codes.

Each HRMS transaction is
assigned a transaction code.
These codes provide you
access to a transaction’s
Initial screen.

Type PA20 (Display HR Master
Data) in the command field to
access employee data.

Click & (Enter)

State of Washington

=
Menu Edit  Eavorites Extea

I & e
SAP Easy Access

D= B

3 Favorites:
= 21 SAP menu
P (3 Office
[J Cross-Application Components
(] Logistics
(3 Accounting
3 Human Resources
(3 Infarmation Systems

[(J Tools

e e
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Command Field Navigation (con’t)

The Command field has
a toggle feature which
can hide or unhide the

field.
<)

To hide the Command
field, click the small
white arrow just outside
of the Command field

box.
[

Do the same to unhide
the Command field.

State of Washington

=4 =) E3|
HE master data Edit Goto Extras  Utilities LE

V] A Bl d H &Ee | L e
Maintain HR|Master Diata

A EEE ER
—
The arrow will point left
when the command field is
displayed.
IE:- Q@W
HE master data Edit Goto Extras  Utilities FE

G PEH QO CEE DO EE

|

MaiTﬂain HR Master Data

| Ol EE

The arrow will point right when the
command field is hidden.
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Command Field Navigation (con’t)

* To navigate to another transaction from the transaction you are
currently in, type /n followed by the desired transaction code in
the Command field.

* /n closes the transaction you are currently in and opens another
one.

= Caution - save changed data prior to going to a another transaction
when using this function as any unsaved data will be lost.

» |f you access another transaction using “/n” you cannot return to
your original transaction by using the Back button. Using the Back
button, will return you to the SAP Easy Access screen and unsaved

data is lost.

=
‘ HE master data Edit Goto  Extras  Ltilities  Zettings

m /rpaz0 3 a0 @O 2

State of Washington



Command Field Navigation (con’t) *

= To keep a transaction open that you are working in, and open
another session click the New Session button [iz]. This opens
another session without ending the current transaction you are
working in.

* You can also open a new session by typing /o followed by the
transaction code in the Command field.

= You can toggle between opened transactions to view data. You
can have up to six (6) transactions open at once.

=
‘ HE master data Edit Goto Extras
‘ﬁ' fopadll = ]

State of Washington



HRMS Activity

Navigating using the HRMS Menu
Activity - Page 5
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Personnel Numbers

46



47
Personnel Number

Once you enter a transaction code you need to enter a
personnel number for an employee.

The personnel number:

v’ is automatically assigned to an employee.

v allows for employees to have a unique identifier
other than the social security number.

v is generated during the new hire process.

v unless an employee is returning to state
employment.

v is sometimes referred to as a “prnr”.

v' IS never repeated.
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Personnel Number Search

=
1 | HE raster data Edit Goto  Esxtras  Lhtilities Settings  Systern Help
Use transaction code PA20 E P e

1) Click on the ['; (Matchcode)  pisplay HR Master Data

.
2) CIle the | Last name - First narme Persanel o,
(Last name — First name) tab 7]

= 1

3) Enter the employee’s last
name (and first name to
narrow the search results)

Note: You can search by Social Security
Numbers (SSN) by selecting the
‘Personnel ID Number’ tab. Enter the

4) Click I¥ (Start Search) SSN in the ID field.

III?’ Personnel Mumber (2]

r Lazt name - First name Ferzonnel 1D Humber ’ Organizational az=ig

Last name | Ackerson

First name I I

State of Washington
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Personnel Number Search (con’t)

III?’F"ersnnneI Mumber (11 1 Entry found

Last name - First name Perzannel 1D Number { Organizatior

=

5) The results will display, click on
the appropriate employee name
: EROEBEEEEEE
(SeIeCt the record of ChOICe) Last name |First na...|Ti...|Birth date [Pers.No. |Start Date |End Date

. — ACKERZON SUE 111941360 40000186 11/19/1960 12/31,/9999
6) Click |#l(Copy) to accept

Fersonnel no. 40000186

Marme ACKERSON SUE

PersArea (2360 Dept of Labor & Industries EEGroup |0 | Permanent

Fsubarea OOHA | WFSE Agencywide EESubgroup 05 H-OT Elig=40hrsfls  Status  Active

: Note: The Personnel no. pop-up box may
7) Click v (Enter) to populate the list several names. If you are searching for

employee’s information into the 5 common name such as, John, HRMS wil
screen return a long list of names. To identify the
correct John, use the employee’s birth date
in the Start Date column to identify the
correct record.

State of Washington



Alternate Search Methods

Use this search method if the Social Security is all that is
known. Or in the case of a common name that will return
multiple results. (ex: Johnson)

Social Security Number

* In the Personnel no. field type =c.. followed by the
Social Security number (no dashes)

» For example type =c..500101137 and click &y

(Display) to view the employee’s record.
||I:~'

HE master data Edit Goto Extras  Utilities  Settings  System Help

| @ 1 AH C@Q DHE DDA:
=| Display HR Master Data
G|l

Hn Fersonnel no. =c. . BOO1O1137
State of Washington F NEIFI"IE -E'-CHEHSDN SUE




Alternate Search Methods (con’t)

Search by First Name

In the Personnel no. field type =.. followed by the first name

of the employee.

Example: The employee’s first name is George. Type
=..George and click
with the first name “George” will display.

Search by Last Name

&) (Display). A list of all employees

In the Personnel no. field type = followed by the last name of

the employee.

Example: The employee’s last name is Ackerson. Type

=Smith and click

&y

(Display). A list of all employee with

the last name “Smith” will display.

State of Washington
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Alternate Search Methods (con’t)

Use an asterisk * as a Wildcard

If you know the first letter of the last name (or first name) but
are unsure of the correct spelling, type in the first letter or
two followed by an asterisk (*). A list of names starting with
these letters will be displayed.

Search by the middle part of a name

The wildcard (*) can be used in many different ways. At
the beginning of a name, at the end of the name, in the
middle of the name.

Examples: *ale = Dale, Gale, etc.
*u* = Sue, Julie, Justin, Nguyen
pete* = Peterson, Petes, Petersburg




HRMS Activity

Searching for Personnel Numbers
Activity - Page 6
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Accessing Infotypes
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Navigating Infotypes

An infotype Is a screen within a transaction in which employee information
Is displayed or maintained.

Infotypes are organized under tabs. For example; the Addresses infotype
falls under the Basic Personal Data tab.

Basic Perzonal Data q Fayroll ~ Benefts  Time Recording  Addtl. Personal Data i OE
Infotype text Exists |_| Feriod
Actions v | [*]|| ®@Period
Qrganizational Assignment o El Frorm To
Personal Data v | | OToday O Curr.week
ﬂ Addresses oW I O Al C Current manth
Flanned Working Time L4 O From curr.date O Last week
Basic Pay w '
Contract Elements w C T|p:
Date specifications v [ ; | Use the Scroll arrows[4 ] ¥ [*=]to
FamilyRefated Person navigate through the all the tabs.
Direct selection
Infotype Use the scroll arrows to navigate the

list of infotypes.[«][*][ | [<][+]

State of Washington
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Accessing Infotypes (con’t)
To access an infotype after you have entered the personnel number,

choose one of these methods:

Method # 1 - Click the gray box left of the desired infotype text
Method # 2 - Use Direct selection by typing in the specific infotype name

or number

Basic Personal Data Fayroll  Benefits  Time Recording . Addtl. Personal Data I OE

Infotype text Exists | | Feriod

Actions v [+l | @Period

Organizational Assignment o E‘ Frorm Ta

Personal Data v || OToday O Curr.week

Addresses w O Al O Current maonth

Flanned YWorking Time v (O From curr.date (O Last week

Easic Pay w’ - -

Contract Elements o Infotypes with a green checks next to

Date Specifications v L them indicate (generally) that information

Family/Related Person =]/ | has been stored. (The Time Recording
R | tab is an exception.)
Infotype oy

State of Washington



Accessing Infotypes (con’t) 57

Method # 1

Click on the gray box to the left of the infotype text and then select the |4y
(Display) icon to open the Personal Data infotype for that employee.

Basic Personal Data

Fayroll

(=

HE rmaster data Edit Goto  Extras  Utilities
Infotype text
Actians @ =] & @

1 IR = el A Pl | %@ =| Display HR Master Data

Personal Data:
....................... 1 |::|
Addresses |Z|
Flanned Warking Time

Method # 2

Type the infotype number or name in the direction selection area and then select
the & (Display) icon to open the Personal Data infotype for that employee.

: : =
Direct selection HE master data Edit Goto  Extras  Utilities
Infatype Personal Data STy
& 504 H @@
Direct selection W =| Display HR Master Data

Infotype 0002 STy

State of Washington



HRMS Activity

Navigating with Infotypes
Activity - Page 7
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Section Review

1. What are the two ways you can begin a
transaction?

2. Before you can access an infotype, you must
search and enter this?

3. What are two ways to select an infotype?

State of Washington
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Types of HRMS Fields
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Types of HRMS Fields

A field is composed of a field name and field data. The field
name describes the field, while the field data provides specific
iInformation that you either view or enter data.

‘@HE master data Edit Goto Extras  Utilities Settings  Swstem  Help

| & 2100 CeQ EHE Do AR @B
@z| Display HR Master Data
G|l

Elpersnnnm no. | |40000188

Field Name Field Data
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Types of HRMS Fields

1. Active field is the field your cursor is |Ejlf e »
Infotype  Edit  Soto xtras wsterm  Help

currently in. It changes as you move |@ 2000 €A SHEB aDnon
from field to field. An Active field is Create Actions (0000)

highlighted yellow. EIRIR][Z changs o gmM
2. Default fields contain data Pers No. 4

automatically. You may overwrite the | star & to  [12/31/9993 | <—@BISI AN

data.

Personnel action
3. Display Only fields provide Acion Type LIRS Display Only
Feason for Action [

information and cannot be changed. | gererence pers. nos.
Display fields are grayed out.

Status

4. Required fields must be populated || Emplayment Active Z
with valid data before moving on to

Organizational assignment .
the next screen. Bosition e Required
Personnel area

5. Optional fields are not necessary to

_ Employee group )
complete or to continue to the next Emplayee subgroup = Optional

screen. Your agency may require you
to complete some optional fields.

State of Washington



Review

1. Circle the two fields not in HRMS.

Default field

Add field
Optional field
Required field
Active field
Calculator field
Display Only field

Q@ "0o0CTy

2. What does this symbol represent? [

63



Customize HRMS
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HRMS Customization
HRMS can be customized to fit the
user’s business needs.

The Local Layout button & is
located on the Standard Toolbar.

= Customize your screen layout by
customizing the appearance of
HRMS. (agency policy dictates)

» Print a screenshot of what is currently
displayed.

= Change how system messages are
displayed.

= Activate the ‘Quick Cut and Paste’
option.

State of Washington
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Local Layout Menu Options

1. Selecting New Visual Design customizes the appearance of HRMS:
= Color scheme
=  Font Size
=  Sound
2. Selecting Options changes the display of system messages:
= Select the Options tab (Scroll to the left using the [«1*] (scroll bar))
* |nthe Messages area, choose as desired

" Click OK
3. Select Hardcopy to make a screen print Set Color to Systern.

Clipboard g
Generate Graphic

Create Shortcut. ..

Activate GuikT

ocript Development Taools. .
SAF GUI Scripting Help

Default Si%e

Hard Copy
C—
Quick Cut and Paste
spell Checker

SAP GUI Help
Ahout. .

State of Washington



Favorites Menu - Click & Drag

Menu  Edit Favorites Extras  Systern Help

] E] SO OHE
1) Select the desired transaction or SAP Easy Access
infotype you want to add EIL] ][]

I (] Favorites

2) Click and drag the selection to S Qottee.
the Favorites folder =

' I (J Accounting
. . = 0
Note: When using the click and drag &3 PN Mar ager’s Deskiop

= & Personnel Management

method, the menu path will not display in = &1 Administration

~ 2 HR Master Data

the Favorites — only the transaction code > BAAD - Personiel Adions

2 PA30 - Maintain
and name. 2 PA20 - Display
2 PA10 - Personnel File
= 2 PATO - Fast Entry
‘ D) PA42 - Fast entry: Actions

Menu Edit Fawvorites Extras System Help

‘@ A EH Cae  2HE
SAP Easy Access

B[ [~][4]

= &Y Favorites

PCO0_ME5_URMRE - 3PR Eemittance reconciliation
PCO0 M10 CALC SIML - Simulation

State of Washington
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Favorites Menu - Add to Favorites

=
] ] enu  Edit Faworites Extras  Systerm Help
1) Select the desired transaction & A0 e@aa DHEb
or infotype you want to add SAP Easy Access
2) Click on the &) (Add to &l [E&]7)| ][
Favorites) button b (1 Favorites
= T SAP menu
[ (3 Office
= [ (3 Cross-Application Components
‘ henu Edit Favorites Extras  System  Help [ [(J Logistics
‘3\ A0 e@e D EE [ (3 Accounting
=~ &9 Human Resources
SAP Easy Access 2 PPMDT - Manager's Desktop
= 3 Personnel Management
=]l] = &9 Administration
= 3 Favorites ¥ ﬁ,ﬁ%.h’!ﬁ?ﬁ?ﬁ_@?@ _____________________
] PA4D - Personnel Actions > 2 PAAD - Personnel Actions
PCO0_M93 URKMR - 3PR Remittance reconciliation ) PA3D - Maintain
FCOO MI10 CALC SIMU - Simulation 2 PAZO - Displary

22 PA10 - Persannel File
22 PATO - Fast Entry
[ PAA2 - Fast entry: Actions

State of Washington
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Favorites Menu - Organize

=4

TO add SUb_fOIderS: Menu Edit  Favorites Extras  Systern Help
. . . < E

« Right-click on the Favorites folder -2 ” v

and select Insert folder. SAP Easy Access
(6= & & @Bs ||«

= Create a folder name and click

(Continue (Enter)). b T Favories
= & SAP mer. Open folder % [

(3 OMICE  Delete all favorites
(3 Cross

(7 Logis |
(3 Accol lnzert transaction

=

To add Transaction codes:

Insert folder

» Right-click on the Favorites folder

and select Insert transaction. (3 Humz  Add ather objects

(3 Information Systems
(3 Tools

T F T T F

= Enter the transaction code and
click # (Continue (Enter)).

State of Washington



Review

1. Which button is used to add a transaction to your
Favorites menu?

a.

B W &l

2. What does the Local Layout button do?

70



On-line Quick Reference
(OLQR)
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On-line Quick Reference (OLQR)

Contact DOF | About Us

The OLQR is U [ —

Topic Index A-Z | Forms | Publications | Calendar
ad e u p Of Department of Personnel

m Strategic HR | Compensation & Job Classes m Diversit | Payroll | N ore DOP Services
t h es e ar eaS n Home = Payroll = Human Resource Management Systermn = On-Line e - Erint Friendly

Payroll - HRMS On-Line Quick Reference

 Functional Areas

HRMS Support The On-Line Quick Reference (OLQR) contains
instructional materials to help you perform day-to-da Related Documents
and ROIeS Payroll Calendars & Schedules p you id i
o tasks in the Human Resource Management System HRMS Upgrade Impacts
Training (HRMS)
. On-Line Quick Reference 3
* \]Ob AIdS I I It is organized by functional areas and roles, job aids, Contact Us

HRMS reports, user procedures, course manuals, and 360-664-6400 ar E-Mail

- HRMS Reports —

» Functional Areas and Roles
e Job Aids

 User Procedures « HRMS Reports

e User Procedures

 Course Manuals « Course Manuals

Glossary

* Glossary

State of Washington
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http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx

73

Locating User Procedures

* View the list of procedures by choosing a letter of the
alphabet (horizontal dotted green line) or scroll down the list
of procedure names (vertical solid brown line)

Washington State
Hn Department of Personnel | | @

G R LIVER Topic Index A-Z | Forms | Publications | Calendar

Home > Payroll = Human Resource Mansgement Systern » On-Line Quidk Reference = Print FI’IEI'I[“':r
User Procedures —

.

User Procedures I

HEMS Support

Payroll Calendars & Schedules
Training

On-Line Quick Reference 4

Personnel/Payroll Association

The User Procedure page contains instructional

materials that describe how end users should perform

basic tasks in the Human Resource Management 360-664-6400 or E-Mail
System (HRMS).

Contact Us

These User Procedures define the steps performed under normal user scenarios and
under system error scenarios.

Below is the User Procedures A-Z. Click a letter to view a topic and navigate the page
to get to the appropriate procedure.

User Procedures Transaction Code  Date
(Word) (pdf)

A

Addresses EA30 Q717106
Addresses - Display Only Information PA20 11/071/05
Appointment Change Action - Transfer FA40 08/21/06
Appointment Change Action After In-Training PA4D 04/20/06

State of Washington
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Accessing the User Procedures

= To view a selected procedure, choose a format by choosing

a column:

User Procedures allows
you to open and/or saveX
the procedure (modify)

or

The Transaction Code
column opens the
document in .pdf format
(cannot modify) in your
internet browser window

* Currently saving documents
is experiencing problems

State of Washington

HEMS Support

Payroll Calendars & Schedules
Training

On-Line Quick Reference 3

Personnel/Payroll Association

Washington State |
Department of Personne

oy Teqnlo L WELLINAUEY Topic Index A-Z | Forms | Publications | Calendar
I

Print Friendly

User Procedures —

User Procedures

Home > Payroll = Human Resource Management Systern > On-Line Quidk Reference >

The User Procedure page contains instructional e T
materials that describe how end users should perform e
basic tasks in the Human Resource Management 360-664-6400 or E-Mail

System (HRMS).

These User Procedures define the steps performed under normal user scenarios and
under system error scenarios.

Below is the User Procedures A-Z. Click a letter to view a topic and navigate the page
to get to the appropriate procedure.

User Procedures Transaction Codel Date

fuiorg) e

A

Addresses PAZ0 Q7706

Addresses - Display Only Infarmation PAZO 11401/05

Appointment Change Action - Transfer PA40 08/21/06

Appointment Change Action After In—Traininq. PA40 04/20/06
||

.pdf stands for Portable Document Format (Adobe)



Saving User Procedures

= Click on the link to open the User Procedure.

= Once the document is displayed select the File Save As
open in Microsoft Word, select a location and save the

document.

File Download X

Do you want to open or save this file?

@ j Mame: addresses.doc

Type: Microsoft Office Word 97 - 2003 Document, 758KE

From:  wiw,dop,wa, goy

Open ][ Save ]| Cancel |

Always azsk before opening this twpe of file

harm your computer. 1f pou do nat trust the zource, do not open or

= z | YWhile filez fram the Intermet can be uzeful, zome files can patentially
b zave this file. What's the risk?

State of Washington

Title: Addresses Create and Majintain

Processes

Sub-Processes
Addresses_Crpate and Maintain

Change History

Update the following table as necessary when this document is changed:

PA30

Date Name Change Description
5130/06 Chylynn Hansel Mew Procedure
706 Chylynn Hansel Edits
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Printing OLQR Documents

* Once the procedure has
been opened, right-click
anywhere within the
procedure

Title: Addresses_Create and Maintain
Processes :
Sub-Processes :
HRMS Training Documents

PA30

Addresses_Create and Maintain

Change History
Update the following table as necessary when this document is changed:

Date Name Change Description
] S C ro I | d Own th e I iSt an d 5/30/06 Chylynn Hansel New Procedure
7/17/06 Chylynn Hansel Edits

select Print

v R Select Tool
<" Hand Tool

"4 Marquee Zoom

Rotate Clockwise

= Verify the print options,
click Print

Or 2

=i print... Chrl+P
¥ szarch Shift-+Crl+F
Docurnent Properties. .. Ctrl+D

Page Display Preferences...

Printer

Mame: _,_: \\doppsolyDO2\DOPZ-12 R
Status:  Toner Low __Fm;l Printer. .,
Type: HP Calor LaserJet 5500 FCL 6

QEDS Room 201 [ Print o fil

Use the standard Microsoft

Page range Copies

@ al Mumber of copies: |1 E

Word menu to print as you =
normally would. i

ample, type 1, 3, 5-12
or plsl, plsz, pls3-pas3

Prink what: | Document | (Zoom

Print: #ll pages in range o | Pagespershest:  |1page 3

Scale ko paper size: | Mo Scaling v

State of Washington



HRMS Activity

Accessing the On-line Quick Reference
Find It! - Page 8
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System Messages
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HRMS System Messages

*These are shown on the HRMS Basics Job Aid.
HR

Error messages*

Warning messages*
Information messages*
System Abend messages*
ZAlert messages

HRMS Support

79



Error Messages

Error messages indicate a required entry has not been
made.

State of Washington

= |[f an error message appears, HRMS does not allow you to

continue until you correct the error.

» System messages are indicated with an icon that identifies the

type of message.

= The error message Is indicated by a red stop sign. Ared circle

with an “X” appears on the status bar.

IErrn:ur

Fillir all required entry fields

v 0K @  Help

Note: To resolve
an error message
you need to verify
that all required

fields are entered.

If not, you need to
complete these
fields to move
forward.

80
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Warning Messages

You receive a warning message when HRMS detects a
possible error.

State of Washington

= Verify that everything has been entered correctly, press Enter
and continue with your work.

= The warning message is indicated by a yellow circle with an
exclamation point that appears in a pop-up box and on the
status bar.

III?E:{it current screen

Data will be lost.

(¥) Do you still want to exit
the current screen’

Yes Mo
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Information Messages
Once you complete a process, HRMS displays
an information message verifying the task is
complete.

* |Information messages are meant to inform and do not
require any further action other than to acknowledge
the message prior to saving.

* The information message is indicated by a blue circle

with a white “1” in a pop-up box and by the Enter button
In the status bar.  [information

1

T4 Ik Help

Save your entries




System Abend Messages

= System abend messages
Indicate a problem with

ABAP runtime errors

2 Debugger G,

Runtime errors EXSORT_NOT_ENODUGH_MEMORY

hardware or HRMS. Occurred on  12/14/2004 at 08:30:59

>> Short dump has not heen completely stored. It is too hig.

*» The message can be found in
the status bar which is
located at the bottom of the Shet euRRrAe?
HRMS screen. The current ABAP program had to be terminated hecause the

Internal error: Too 1itle memory for the external sort.

ABAP processor detected an internal system error.
The current ABAP program "SAPLSDH4 " had to be terminated because the ABAP

- These prObIemS are genera”y processor discovered an invalid system state.
out of your control to correct. vt can you ae
In this case contact your
agency Helpdeswagency Make a note of the actions and input which caused the error.

system administrator or

To resolve the problem, contact your SAP system administrator.

You can use transaction 5T22 (A&BAP Dump Analysis) to view and administer

ISD HelpdeSk termination messages, especially those beyond their normal deletion

State of Washington

date.

Note: Follow your Agency’s protocol when dealing with system and
hardware messages/errors. For example: Make a screen print of the
message, report problem to help desk, etc. If you receive a System
Abend message stop working and contact your system administrator.
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ZAlert System Messages

= Messages are sent by the
Service Center unit and will

appear when logged into the

Note: ZAlerts will last up to 2

system or when first logging in. hours after being displayed.
= Messages will vary and may Once the message has expired
contain information regarding you will no longer see the
payroll pick-up or may direct message.
you to the HRMS Message
Center.
Attention

State of Washington

An important notice was added to the message screen.
To access, enter JoPA20 in the command field.

From the menu bar, click Help and select HRMS Help
In the pop-up security alert box, click OK

From the OLQR tool bar, click the messages button

84



85

HRMS Support - Message Center

= When an issue or update needs to be communicated to HRMS users,
HRMS Support transmits a ZAlert that instructs user to access the HRMS
message center for an update.

= Messages can be accessed through the HRMS Support website:

http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/MessageCenter.aspx

ntact DOP | About Us

(0 Y T ) 7 e 2
Home > Payroll > Human Resource Management System > HRMS Support

Print Friendly

HRMS Support

HRMS Support
Payroll Calendars & Schedules
Training

« HRMS Technical Information

State of Washington



Review

1. Match the picture with the correct HRMS system

message.
1. Error Message a. @
2. Warning Message b. 0
3. Information Message C. @

2. What does a system abend message indicate and
what should you do if you receive one?

86



Helpful Hints
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#1 Display transaction codes in HRMS

menu

1. Onthe SAP Easy Access
screen, from the Menu batrr,

2. A pop-up box will appear,
click the Display technical
names checkbox

3. Click the [¥] (Enter) button
In bottom left corner of
screen

State of Washington

=

Menu  Edit Favorites Extras  Systern Help

(3] Display

SAP Easy Acces

Technical details

ttings

select Extras then Settings =S .DD Set start transaction

docurmentation Shift+F& |
Shit+F11 [
Shift+FS  —

Shift-+F7 I

I@Settmgs

] Do not digplay menu, only
[1Do not display picture

I [«] Display technical names I

v][%]E]E]x]

This is used to specify settings

display fawvaorites

=
| kenu Edit Favorites Extras  System  Help
@

88

QH e L

SAP Easy Access

RN | |

(1 Favorites
= & SAP menu
I [(J Office
b (3 Cross-Application Components
I (7 Logistics
I (J Accounting
~ 2] Human Resources
% PPMDT - Manager's Deskiop
= &Y Personnel Management
= 3 Administration

PA30 - Maintain




# 2 Displaying Infotype Number

=
tenu  Edit Fawvorites Extras  System  Help

1. From the Menu bar select (e alf cse sesson R M= [afe]

SAP Easy Access Erd Secson
. User Profile *  Hold Data
Systems 9 User PrOfIIe 9 IEI |:||:| DI: Senices *| SetData
- - Utilities +|  Delete Data
Own Data e PO
b [J Office Services for Object Expand Favorites

b (3 Cross-Application Compg My Objects

2. Select the Parameters tab and b 03 Logstcs

I (3 Accounting Own Jobs
P [ Human Resources N

from the Parameter ID column b 1 information Systems | Shot Message

P (3 Tools Status...

locate or input the entry:
H R_D I S P_I N FTY_N U M Address  Defaults ERETEE

3. Inthe Parameter Value ——
Parame ter D Parameter value |Shm1 Description H
CO I u m n e nter an X S RWD/LANG EN RwD Context Sensitive Help User Reference LanguEl
_IRNDIZCH HELP SERVER RWD Context Sensitive Help PID =]
. _HR_DISP_INFTY_NUM b HF: Display Infobype Number
. (S ) t S 7M0L 10 Personnel Country Grouping
4 " CI I C k a'v e O a've OM_0BJM_NO_LAST_SEAR X OM: Do Mot Restore Last Object Manager Search

- ~

Infotype  Edit  Goto Extras  Systern Infotype  Edit Goto Extras  System

@ 1 4 H vs| @ al B

Display Actions Display Actions{ (0000)]

Without Infotype Number With Infotype Number

State of Washington

||
§



# 3 Maintain Text in Infotypes

Allows you to create informational notes on infotypes.

The text can be edited and deleted by any user who has create/change
access to the infotype.

You can only have one message on an infotype, however you may add
several comments to that message.

Not all infotypes allow text to be entered.

Below is a partial list of infotypes that allow text:

= Org Assignment (0001) = Planned Working Time (0007)

= Basic Pay (0008) Contract Elements (0016)

= Recurring Payments & Deductions (0014) Additional Payments (0015)

= Withholding Info (0210)

Additional Info (0234)

= Health Plans (0167) Savings Plans (0169)

= Miscellaneous Plans (0377) General Benefits (0171)

= Date Specifications (0041)

State of Washington



# 3 Maintain Text in Infotypes (con’t)

1.

Enter the Transaction
Code PA30
In the command field

Click & (Enter)

Enter the employee’s
Personnel no.

Select Planned Working
Time (0007) on the Time
Recording tab

Click & (Change) to
change the record

State of Washington

o

=3

Menu

&4 pail

Edit

Favaorites

Extras

oystem
g €

SAP Easy Access

|II7

HE rmaster data  Edit Goto  Ewtras  Utilities  Settings  System  Help

| & 3 IH e SHE DDoan HE @B

91

Maintain HR Master Data

5 B SRR
E plchange_(F8) l40000186

Name ACKERSON SUE

Persfrea (2350 Dept of Labor & Industries
PSubarea OO0HA WFSE Agencywide EESubgroup 05 H-OT Elig=40hrssnk Status  Active

Basic Personal Data " Payroll - Benefil§ 4

Time Recording

EEGroup |0 | FPermanent

Addtl. Personal Data

In (TS

Ig tvne teyt IE ”—| FPeriod

[Sianned Warking Time: 1= | @Period

Absences =] From Ta
:Absence Quotas O Today O Curr.week
_Attendances Al O Current month
| |Attendance Quotas O From curr. date O Last week
_QUDta Corrections O To Current Date O Last month
| [Sunstitutions O Current Period O Current Year
| |Time Quota Campensatian =i [ Chanss |

Crertime lz‘

Diract selection
Infotype

STy




# 3 Maintain Text in Infotypes (con’t) 92

‘II:'
Infotype §Edit Goto  Extras  System He
6. From the Menu bar, 1 ceae s IO
click Edit and then Chal‘lg- | e (0007)
Maintain text o e
LockflUnlock Shift+F12
Enter noteworthy text ﬁpem e afe  |ACKERSON SUE
o E— - Y
8- CIICk (Save) to Save ‘@Iahle Edit Goto  Lltilities System  Help
your entry @ 1 IE eae
Text
9. Once saved, the
(maintain text) icon will ———
¥
be placed on the 2 | WL | elal
. 2/4/2009 Welcome to HRMS Basics!| I
Infotype lﬂ
=

Infatype Edit Goto Extras  System Help

& 2 A HICE@ EEE STO8 EE @y
Change Planned Working Time (0007)

DD|E Wark schedule |

E Personnel Mo, JEHO01 86 Marne ACKERSOM SUE
E PersArea (2350 Dept of Labor & Industries EEGroup |0 | Permanent
~ '| PSubarea OOHA | WWFSE Agencywide EESubgroup |05 H-OT Elig=d0hrsiuke  Status  Active
Start [ZIEIEI“HEEIEIETD 12/31/9999 ) Chg. D06/23/2006 | TRANSKW 4
State of Washington




HRMS Activity

Maintain Text in Infotypes -
Page 9
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Reports
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Reports in HRMS

HRMS reports are available across functional areas
to allow you to:

= Access reports and data that relate to business tasks
performed within your role.

* Process information quickly to support decision making.
» Take a snapshot of data for your agency or sub-agency.

» Data displayed in reports are filtered to be unique to
each agency or sub-agency.

State of Washington
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Reports in HRMS

There are three basic types of reports:

State of Washington

Standard reports (begin with an S)

Included with the SAP software and meet Washington State’s
general business needs. (Standard reports are also referred to as
“SAP Standard” reports in HRMS materials.)

Customized reports (begin with ZHR)

Created by the HRMS Project Team specifically for Washington
State’s business needs.

Business Warehouse (BW) reports

Provides end users the ability to develop ad-hoc queries.

BW reports will be discussed in the “Business Warehouse” course.
(Visit the following website for more information:
http://www.dop.wa.gov/HRMS/CustomerSupport/BusinessWarehou
se/Default.htm)
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Reports in HRMS

Key Features and Benefits:

Abllity to view reports on demand.
View online or choose to print.

Customize for type of data you want to
view/generate.

Ability to export and manipulate data.
Most information in real-time.
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Accessing / Viewing Reports

Your role determines which reports ‘EF

you can access and the data that Menu Edit Favorites Extras System Help
displays within the report. @ 4 SO |

SAP Easy Access
) == A

1. From the SAP Easy Access
screen, type the transaction

code in the Command field. I (] Favorites

(e.g. ZHR_RPTTMO084 — = £ AP MEnL

Attendance System Change b O Office
Report ) I (O Cross-Application Components

P > [J Logistics
2. Click & (Enter) to start ;D] seznuining
: I (J Human Resources
transaction. I (3 Information Systems
I» (J Tools

State of Washington



Accessing / Viewing Reports

Prograrn  Edit Goto  System  Help
() B Al @@ BHE ST os BE @0

Attendance System Change Report

3. Select the criteria for your
y Selections from g Search helps o Gy, SEAE |

report.

O Today O Current manth O Current year
O Up to today OFrom taday

= Period (time frame) oo g | :

[}

Selection

u SEleCthn (perSOnnel Persannel Number

Ernployiment status

number’ personnel area’ Personnel area

Personnel subarea

etC . ) Employee group
Employee subgroup

Business area

| 1 I I I I T

= Quota selection e

(additional selection area) | .

Deduction period 01/01/1800 To 1273179933

4. Once selected, click @ o |
(Execute) to execute the
report.

EEs wigta used only

EEs wigta accrued anly

Data farmat
Layout

Additional Data

Field Selections

State of Washington
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Printing and Variants
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Personal Printing Settings

* End users will need default print settings established
on their computer profile to enable printing from their

local printer.

= |f the settings are not established on your computer, your
print job will go to the system spool and will not print.

= Work with your agency’s Help Desk or IT staff to
establish your default print settings.



http://www.photos.com/en/search/close-up?oid=3152600&a=&pt=&k_mode=all&k_exc=&cid=&date=&ct_search=&k_var=printer&bl=/en/search/index?f_h=1&f_i=1&f_o=0&f_v=1&f_b=1&f_c=1&k_var=printer&k_mode=all&big=1&ppage=5&srch=Searching...&first=34&&ofirst=&srch=Y&hoid=5032858ae39c05e15d53a044a970cebf

102

Printing REPOI'tS Once you have executed a report and have

1. From the menu
bar, select List

2. Select Print

3. The Print ALV
List window =
appears,
confirm the
correct printer
IS selected.

4. Enter number
of copies

5. Click'¢#

viewed the results, you can choose to print a
copy.

(Enter)

State of Washington

ol

Brint

— o ) ol > [

Print preview

List Edit Goto “iews Settings System  Help

Ctri+Shift+F10 &3 @ | B & 8 | 20 0 40 20 | EE]

Ctrl+F

e Report
Export C
Send to »
Exit Shift+F3

State of Washington - HRMS
Attendance System Change Report

I Print ALY List

Output Device
Windows printer
Mumber of copies

LOCL

WwioppsolyD0ADOP2-01 [

1

Front-end printer Sapgui

Mumber of pages
@ Print all

Q Print from page

TO ]
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Report Variant

= AVariant is a report where one or more selected criteria is
saved as a parameter.

- Use variants to access frequently used/common reports.
- Eliminates redundant data entry.

= Once you have accessed a report you are able to save a
variant.

= A list of statewide variants is located on the Customer
Support page by selecting HRMS Resources.
» Statewide Variant List: DOP created this list to assist agencies

in identifying statewide variants. The spreadsheet has several
worksheets. The first worksheet lists ALL statewide variants.

| . . .
Note: Be sure to review state-wide variants
(swv) before creating new ones.

State of Washington


http://www.dop.wa.gov/NR/rdonlyres/68EF4620-8639-4A66-A4CD-E48FEDC1E949/0/Statewide_Variant_List.xls
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Create/Save a Variant
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Creating a Variant

[
Menu Edit Faworites Extras  System Help

To create a Variant, a \ & | zhi_rptpads? 2 \ <] 8|
report transaction code

is required. SAP Easy Access

= Enter a transaction (8™ | (Ea| | || B2 |||~
code in the Command
field. [ (J Favorites

| =~ 1 SAP menu
= Click & (Enter) to start (7 Office

the transaction. (3 Cross-Application Components

[

I+ (J Logistics

I+ (J Accounting

I (J Human Resources
I+ (3 Information Systerms
I (J Tools

State of Washington
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Creating a Variant

You must select fields (criteria)
In order to save the variant.

=
| Program Edit Goto Systern Help
| & 29B @@ SHE DDon PR QB

Action Report

| < OryStructure || <& Search Help |

* For this example we will select

fields in these areas: i 5 [d
= Selection Criteria e

=

Ermployrment Status 2

- F)r ram I t n Personnel area =
ogram seilections -
Personnel subares 2

Ermployee group i

)

There is N0 minimum or Emplayes subgroug

maximum number of criteria e

you can use to create a variant. | Etectie bate of Acton to E
Action Type to

The more criteria used the Y

more specific the report; less I

criteria, the more general the

report.

‘ Refer to Variants_Create and Retrieve in the OLQR

State of Washington



Creating a Variant

In this example, a variant will
be created for the Action
Report (ZHR_RPTPA457).

Used to identify all new hires
In the agency.

Add entries in the Selection
Criteria area and Program
selections area.

= Personnel area

1110 — Dept. of Personnel
= Action Type

UO New Hire to U6 Re-hire

State of Washington

|E='

| @

Program Edit Goto  Systern Help
n JH @@@ 8RS0 as EE @by

107

Action Report

| < OrgStructure || & Search Help |

Period
Feporting Period

Today

L]

Selection Criteria
Personnel Mumber

Employment Status

| Personnel area

1110] §

Personnel subarea
Employee group
Employee subgroup

[e]e]e]e]l=]g]

Program selections
Effective Date of Action

to

| Action Type

alc]

o

ugl(=) | =

Output farmat

@ SAP List Wiewer
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Saving a Variant

1. To save the report with your selected criteria, on the Menu Bar click
Goto - Variants - Save as Variant

=
‘ Prograrn  Edit Goto  Systern  Help
‘ & Variants N Gt Shit+F5 M
- Display... o
Action Repa Piay
Selection Screen Help Shift+F& Delete... |
s )= E ook = Save As Variant. . Ctrl+5

l .
Note: You can also use [Ctrl + S] or click
(Save) to save a variant.

State of Washington



Saving a Variant

2. Complete the
Variant Name
and Meaning
flelds

3. Click & (Enter)
to validate the
data

4. Click [EI(Save) to
save the data

You will return to the
report page

|E3'

Variant Edit Goto  Enwironment  Systern Help

| @ 1 (B0 CHE 8000 PR QB

109

Variant Attributes

|é§’° Copy Screen Assignment |

Yariant Marne 1110 DOP MewEE
Meaning Mew Hire EEs

Scrn Assignm.

(] Only for Background Processing

Created

m

Selection scrns

{w] Protect Yariant

L] Only Display in Catalog
System Wariant (Automatic Transport)

BE

Ohjects for selection screen

1000

B

Selection Scms|Fie|d name

| Type|Protect fielo| Hide field| Hide field 'BIS| Save field withaul

1,000 Data Selection Period
1,000 Data Selection Period: Start

|@ Yariant 1110 DOP NEVWEE saved

The variant was saved.
Note the message in the status bar.

State of Washington

P O O
P O O
Tip:

0
|

Clicking the Protect
Variant box will help
ensure that no one will
save over your variant.

This is optional.
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Retrieve a Variant
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Retrieve a Variant

1. To retrieve a variant from the report screen click Goto =
Variants - Get

=
‘ Program Edit Goto System Help
“Yarlants o Get. Shift+F5
V]
- Display... |
Action Repa ey
Selection Screen Help Shift+F& Delete. . —
& ||E' | =l E e F3 Save As Varlant.. Ctrl+5

Note: You can also click Shift + F5 or click the [ (Get Variant)
button to retrieve a variant.

State of Washington
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Retrieve a Variant

III:'Find Yariant
. Yariant B
2. Click @ (Execute) to —— B
search for the variants Created by PATTYP E
Changed by 5
0O yOU Created' Original language o
r =4
> &%/
2. Remove your user name
from the Created by field to
. (= ABAP: Wariant Directory of Program AQZFFHR PA======FHR RPTP..
see all variants created.
- &= ][]
3. A pop-up box providing a Variant catalog for program AQZZZHR_PA======7HR_RPTPA4§7==
list of variants appears. Variant name |Shart description ]
. : 0000 ACTN RPT HUG Action Report A [+]
Double-click on the variant 085 HIRE TERM 085 Hire Term A ]
1000ATGACTION  Action Report A
rep(_)rt that yOI_J want to 1000ATGSER Separation A
retrieve. Or click once on 1000TRACY Action Repart A
. . 1070 GMaP Action Report for Patti GWAR A,
the variant name, then click | | 1o7onew stare  new hires, etc. AL
] 15T 1/2 7-06 Action Report AR
¥|(Choose) to bring your Gl o)
selection into the report E

screen.

State of Washington



Retrieve a Variant

3. The variant (with the saved selection criteria) will display within the
report fields, click & (Execute) to generate the report.

=
| Program Edit Goto  Systern Help
& n JH @@ 8E Snas HE @

113

Prior to clicking & (Execute) |_Actinn Report

you can add additional selection [@JSIBE]e o [o seaen e

criteria If needed (such as an e — o[
Effective Date of Action [date
Selection Criteria
range]) . Personnel Mumber E
Ernployrment Status 2
. . . . . I Personnel area 1110 =
« Adding selection criteria Will T ozarmersusares B
mployee grou =
not_change. the save_d_ i i 5
variant settings. Thisisfor
a one-time selection. Eece De o s _ TR I
ction Type a &
« To keep the additional Output farmat
criteria selections, resave S
the variant.

State of Washington
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Retrieve a Variant

* The requested report is generated based on the selection criteria
outlined in the variant.

= At this time you would verify the report information and utilize the

report as desired.

‘ =4

List Edit Goto “iews ZSettings System  Help

JH I¢a@  BRE D008 EE @M

©

Action Report

Action Report

Personnel Area “|Personnel Subarea|Du..|  Position|Job Effective D... [End Date  |Act. |

Dept of Person... |WhS 99999999 WinS BAND 2 08/09/2008 12531/9999 U5
Wik S il 71000076 WS BAND 3 09162008 12/31/9999 U3
Mon Represented |32 F00818320 | EMPFAST PF EX 5L 0g/01/2008 (12/31/9999 (LU
Mon Fepresented |34 FO00581799 |HUMAN RESOURCE COMNSULTAMNT 3 10/01/2008 (12/31/9999  |LI3
Mon Represented |34 71001239 |HUMAN RESOURCE COMNSULTAMNT 4 08/01/2008 12531/9999 UG
WS a4 0084254 WS BAND 2 09462008 (124319998 U3
Non Represented |34 FO0081803 |CUST 5%5 MGR 4 09/23/2008 12531/9999 U3
WS a4 70084260 WS BAND 2 092252008 (1243159999 (LA
Mon Represented |34 700581325 |HUMAN RESOURCE COMNSULTAMNT 1 09/21/2008 (12/31/9999 |

State of Washington
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Export a Report




Exporting Report Data

Once you have run a -
report, use the |
menu bar to export | & IS
data. A E

List Edit Goto “iews Settings System  Help

116

Ctri+Shift+F10 3 €% | & (& (8 | 25 10 A0 &5

Ctrl+F

— Crystal Reports batch printing

1 E E t 3
1. Select Listthen ——— :
Export to selectthe A e Shif+F3
type of file you want persannel area JPersonnel Subarea|of
to create Dept of Person... YWz
) WS 3
Non Represented |3

WWord processing... Ctri+Shift+Fa
spreadsheet.
Local file... Ctrl+Shift +F5

Crystal Reparts File
Copy URL ta Clipbaard shift+F1
AL Export. shift+FB

)

State of Washington



Exporting Report Data (con’t)

2. If you accept the default
format - Excel (in MHTML
Format) then, click
(Continue) |##|move to the
next step in exporting the
report results.

3. If another format is
needed click on All
Available Formats to
choose your desired
format.

'MHTML is short for MIME
HTML which is a web page
archive format.

State of Washington

I@Select Spreadshest

Formats:

® Excel {in MHTML Format)

(O Star Office 8 Calc / OpenCffice.org 2.0 Calc
O All Available Formats

fi

[ Alwvays Use Selected Faormat

an |

4[]

D= Select Spreadsheet

Formats:
(O Excel {in MHTRL Format)

(O Star Office 8 Calc / OpenOffice.org 2.0 Calc
@ All Available Formats

Excel {in MHTML Format)

Excel {in MHTML Format for 2000/97)

otar Office 8 Calc / OpenOffice.org 2.0 Calc
Excel (in Office 2003 ML Format)
S&P-Internal =ML Format

Excel (In Existing »xL Format)

fid

D]

II_II_I

117
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Exporting Report Data (con’t)

I Save As
If the Excel (ln ISave_in: = SapworkDir El I il [ WEE

M H T M L FO rm at) _ SaP_Cache_PattyP sapfewd|l_01_0002_00_33
3) sapfawd||_01_0002_00_37
was se | ECted . b errarlog.gui sapfewd||_01_0006_00_28
rfc00312_02428.1rc sapfesdll_01_0007_00_24

My FiecentDoc..) (=) rfr01436_01476. trc b 5 APHiStOryPAT TP

rfr01916_03168. e ) SaPHistoryPATTYP

rfc01916_03788.rc
rfc02768_02092 1o
rfc02980_02892 trc

1. Identify the L_
location to save

the file and the file

Diezkta
—E rfc02080_03108. rc
name. \ rfo02020_ 03640, tC
/’/ rfc03168_03336.1rc
2. Click Bee sapfewd|l_01_0001_00_3920_1180.err trc

sapfewdll_01_0001_00_4004_1224.err.frc
sapfewd|_01_0002_00_1836_1524 &rr.trc

| | 2

I File narme:

by Documents

(Save) icon to

save the file. Q,Q

by Computer
£ Save as ype; #ML file b, ["MHT]"MHT

L]
—

Save

Cancel

fi

State of Washington



Exporting Report

d -

Data

5

119

'3“3 .- d ¥ test for upgrade - |
The format that you — Home Insert Page Layout Formulas Data Review View Developer Add-In
previously selected B = o e [E el | Siwepre E—
: : e
(eX Excel) WI” Open F'afte # B I U -~ vi* = = =i iE| = MergeBiCenter - | $ - %
dISplaylng the report Clipboard T Font ] Alignment [ Murmk
reSUItS | 115 - fx | Reassignment
A B C D E
1 Personnel Area  |Personnel Subarea |Duty|Position  |Job
2 Dept of Personnel YWMS '99999999 WMS BAND 2
Save! 3 |Dept of Personnel WMS 34 71000076 WMS BAND 3
) 4 |Dept of Personnel Non Represented 32 70081820 EMP/AST PF EX SU
. 5 Dept of Personnel Mon Represented 34 70081799 HUMAN RESOURCE CONSULTANT 3
Name and save th|S 6 Dept of Personnel Mon Represented 34 71001239 HUMAN RESOURCE CONSULTANT 4
7 |Dept of Personnel WMS 34 70084254 WMS BAND 2
Spreadsheet before 8 Dept of Personnel Non Represented 34 70081803 CUST SVS MGR 4
i i 9 |Dept of Personnel WMS 34 70084260 WMS BAND 2
you EXIt, otherwise 10 Dept of Personnel Mon Represented 34 70081825 HUMAN RESOURCE CONSULTANT 1
. 11 Dept of Personnel WMS 34 70005878 WMS BAND 2
data will be lost. 12 Dept of Personnel Mon Represented 99999999 HUMAN RESOURCE CONSULTANT 3
13 Dept of Personnel Non Represented 34 70084256 HUMAN RESOURCE CONSULTANT ASSTISTANT 2
14 Dept of Personnel Mon Represented 34 70084257 HUMAN RESOURCE CONSULTANT 4
15 Dept of Personnel YWIMS 34 "70084258 YWMS BAND 2

State of Washington
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Stopping a Transaction

List Edit Goto “iews

1. To end a report before it
Eestaore

has completed, you can
stop the transaction

2. From the Menu bar o
click the square in the hinimize
uppermost left corner

3. Click Stop transaction Close Alt+F4

Create ession

[. otop Transaction ]

'Note: Once selected, you will be taken directly to
the SAP Easy Access screen.

State of Washington
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HRMS Activity

Exporting Report Data
Activity — Page 12
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Section Review

1. What are the 3 types of HRMS reports?

2. What determines your access to certain reports?
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Inquiries and Practice
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Inquiries and Practice

When you get back to your office, take the opportunity
to complete more activities that bring together the
concepts that you have learned in HRMS Basics
training.

Use the Practice Activities that are in the Activity Guide
along with the additional activities at the end of the
Activity Guide.

« Activity 8 - Viewing Employee Information

« Activity 9 — Viewing Basic Payroll Information

State of Washington



Inquiries and Practice 125

As you complete each activity remember that these additional
resources are available to assist you:

» HRMS Job Aids

» HRMS Training Guide

= HRMS Activity Packet

» OLQR User Procedures

State of Washington



New! HRMS Data Definitions

Contact DOP | AboutUs ERERIAGGERS A-7 | Forms |

The OLQR website
leads you to a link

(

that provides
agencies with
standard definitions of
HRMS field nhames
and dropdown list
definitions.

“R Washington State
Department of Personne

On-Line Quick Reference

HRMS Support The On-Line Quick Reference (OLQR) contains

Payroll Calendars & Schedules instructional materials to help you perform day-to-day

HRMS Training tasks in the Human Resource Management System
(HRMS)

On-Line Quick Reference 4 ' ’

Personnel/Payroll Association It is organized by functional areas and roles, job aids

HRMS reports, user procedures, course manuals, and
glossary

# Functional Areas and Roles

o HREMS Reports
#® User Procedures
® Course Manuals

® Glossary

HRMS Data Definitions Project » - New!

Search OLQR v

i 1| Gy s | e | | i {onsiy | o s i s

Home > Payroll > Human Resource Mansgement System = On-Line Quidk Reference Print Friendly

Portal Access
HRMS/BI Poral (S50}
HRMS/BI Portal (All)

Related Documents
HRME Upgrade Impacts

Contact Us
360-664-6400 or E-Mail

http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/HRMSDataDefinitions.aspx

State of Washington
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http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/HRMSDataDefinitions.aspx

Training Tools !

= HRMS On-line Quick Reference (OLQR): On-line help
that provided you with step-by-step instructions designed to
help you complete tasks in HRMS.

o]y =lednlel R ERLLITJUEN Topic Index A-Z | Forms | Publications | Calendar

Hn Washington State
Department of Personnel | | @

Home > Payrcll > Human Resource Management System = On-Line Quick Reference Print Friendly
Payroll - HRMS On-Line Quick Reference
The On-Line Quick Reference (OLQR) contains
HRMS Support e _ (OLQR) Related Links
Payroll Calendars & Schedules instructional materials to help you perform day-to-day HRMS/BI Portal (S50)
Trcini tasks in the Human Resource Management System S Partal (A8
raining (HRMS). ortal (All)
On-Line Quick Reference »
It is organized by functional areas and roles, job aids, Related Documents
HRMS reports, user procedures, course manuals, and HRMS Upgrade Impacts
glossary.
o Functional Areas and Roles oo :
360-664-6400 or E-Mail
« Job Aids

+ HRMS Reports

« User Procedures

» Course Manuals

Glossary

State of Washington


http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx

128

Job Aids

The following job aids are available to you and
are applicable to this course:

— Accessing HRMs | HR NECESEiNg RN

Roles an

— HRMS Basics == HIR HRMS Basics

Andor com|

— General Reporting | [ 2“ B RS Screen Elements

. BAP Log
sener ard - o
- B re General Reporting
- RS Rpport
Thwnn e Low bypen o PR capein. Waried e Cutemst . St g capenl s cevm b e SAP St vme
- S e e e VR s e O G TR R | e e By e TRV (e |
Can me w16 e e -
— S BW Reports
T Do VUt (D00) o ety captes (e Gt O s VOm et e oot s e e e ae s Wewie e
e SRt vl e e 1 DAY e e DAY g e ol e e e e T O -
vanaat
.-
At et G By O e et O R R O e L vt s 18 e
T re——r 8 A S | vy ety i) e e g - “--n-un
o AR AT ey O O e v ] e e et Vet e e e e Ly
Much X0 Wwntnd e Cust vt g B
. WO bt S e e e e G e e e e e e e e
ST e D et O G O D e o By CRAD (e Vet e o g Got P et
B e e e vt g )
e st en & woutate o e OUDR. 1R Mg o Vet vt wnd | e
\ Sowsd Nov #ocitonal Rpportintrmaton
B TR W s e PR Mo s e e Mo e
L IR A RS L L A L T T AL
CLGIE AW anahras Sin Am R ACIRLAY AN u NI
[ M e

\ =7

http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx

State of Washington
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DOP Service Center

odye-Tednlo S W LITAVER  Topic Index A-Z | Forms | Publications | Calendar
H Washington State
The DOP SerVI Ce Hn Department of Personnel | | @

Center webpage | g oo Eessmsrerres g o o e (P Covreem)

iS a pOint Of Home = Payrell > Human Rescurce Management Systemn = HRMS Suppert = DOP Print Friend|
Service Center
Payroll - HRMS .
contact for DOP Senvice Center
i HRMS Support 3
Internal and The DOP Service Center is the point of contact for internal and external users of the

Payroll Calendars & Schedules

external CllentS Of HRMS Training Department of Personnel (DOP). Our goal is to provide reliable solutions and high

quality customer semnvice.

) I On-Line Quick Refe
DOP S |nf0rmat|0n e HER e Customer Semrvice Specialists are available to provide support and resolution to

Pzl slitn R ) reported incidents by end users while also building a knowledge base of issues and

SyStemS’ WEbSIteS solutions for future reference. We use an incident management system within the
and |nterna| agency to log, track and monitor these incidents.
networks When to Ask for Help

If vou are unsure how to complete a transaction, do not continue using the "best
guess method." Ask for Help! Because HRMS maintains a history of the actions
entered into the system, trying various atternpts often creates a complex situation and
can prove difficult for us to unravel. So for this reason, the importance of this history
grows even more due to the automation of retroactive transactions.

State of Washington


http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/DOPServiceCenter.aspx

HRMS Message Center

» When system related
Information needs to be
communicated to
HRMS users, the DOP
Service Center
transmits a ZAlert that
INStructs user to access
the HRMS message
center for an update.

» Messages can be
accessed through the
DOP website

Web address:

stState of Washington

L ERLCLEWEPIIVY Topic index A-Z | Forms | Pubi

HR Washington State
Department of Personnel

e s | evo oo e

Horme > Payroll > Human Resource Management System > HRMS Support » Messag Print Friendly
Cente:
- HRMS
e G
HRMS Support b The Human Resource Management System Message
Payroll Calendars & Schedules Center provides system related messages for Related Documents
HRMS Training professional users » Archived Messages
On-Line Quick Reference When an urgent issue or update needs to be » Nov-Dec 2008
Persannel/Payroll Association communicated to HRMS users, HRMS Support » July-Oct 2008

transmits an on-line alert that instructs users to

» Jan-June 2008

access the HRMS message center for an update » Nov-Dec 2007

The types of messages that could be logged in the
message center also include

» notification of issues that require immediate

action

» system updates

» Jun-Oct 2007

» Jan-May 2007
» Mar-Dec 2006

Contact Us

360-664-6400 or E-Mail

» changes in system availability

Date/Time

08/06/2009
10:00 a.m

08/05/2009
5:20 p.m

HRMS Message Log
Attention HRMS HR and Payroll Offices:

Payrall is ready for pickup at DIS from 10:00 to 11:00 a.m. It will
be available at the Office of the State Treasurer at 11:30 a.m

Thank you
Attention HRMS Users:
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Training Evaluation

» Please take a few minutes to complete the (2 page)
course evaluation.

=t
~2N=

State of Washington
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Your visitor badge can be returned to the
Front Desk or the Bin attached to the
window on your way out.

ank u




